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Screener Training 101
• Basics
• Security/Screen 

Transfers
• Archiving
• MCI – Master 

Customer Index
• Auto Transfer to 

CARES
• Help 



Archiving

• Why archive screens?
– Reports only list the most current screen
– Are you using reports for operations
– Clients may move, disappear, die



Archiving

• Basically, archiving allows agencies to 
‘clean-up’ their reports, if you’re using 
reports for operational management. 

• If you’re not using reports for operations, 
you may not want to be bothered with 
archiving screens.



Archiving

• Archiving works hand-in-hand with screen 
archive status

• Screen archive status:
– Active
– Archived



Archiving



Archiving
• How to archive screens?



Archiving

• Screener can update screen archive 
status

• System can automatically update archive 
status, from archived to active

• Automation system changes:
– Transfer a screen
– Any update to screen
– Calculation eligibility



Archiving
• Contacts

– SOS Help Desk
– Hours:  9:00 – 11:30 AM

12:30 - 2:30  PM
(you may leave voice mail at other times
and someone will return your call)

• E-mail: soshelp@dhfs.state.wi.us
• Phone: (608) 266-9198
• Fax: (608) 267-2437

mailto:soshelp@dhfs.state.wi.us


Archiving

• Demo


